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FOR AGENCY USE 1. Agency Address 
loplitation Date . ' ~Denartment of Defense 

OFFICE OF THE KCRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR'I 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR RECOROSMANAGEYENTUSE 
Application Number 

INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

L. Dates of Series 
iarliest Latest  

I898 Present 

5. Records Series Titie (followed by title used in office; if different) 
(PREVIOUSLY GENERAL OWE1 

STATE OF GEORGIA MILITARY DEPARTMENT PERMANENT ORDERS FI  LES 

~~ ~ 

Miiitary Division 
935 E. Confederate Ave., S. E. 
Atlanta, Georgia 30316 

I 
!. PerrontoContact Working Title 

8 2 -  3 6 2  
Date Received Date Completed 

I. Record Series Description 

Documentsrelatingto: ma in ta ln lng  reference copies o f  Permanent Orders (p rev ious ly  ca l  led 

This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

General Orders) as issued by t h e  Governor and Sta te  AdJutant General t o  a l l  u n i t s  o f  
t h e  Georgia Nat ional  Guard. 

lnduded are: p r i n t e d  Permanent Orders (General Orders) ahd Amendments t o  Permanent Orders 
(General Orders) l i s t i n g  I n  paragraph form t h e  orders, i ns t ruc t i ons ,  and regu la t ions  
pe r ta in tng  t o  the  subJect of Order. Some e a r l y  volumes inc lude Special Orders and 
C i r cu la rs .  (Some General Orders a re  p r l n t e d  pamphlets; o thers  are mimeographed 
sheets. Mast a re  contained Tn-binders of vartous sor ts . )  General Orders became 
Permanent Orders about 1975. 

Flleisarranged: ch rono log ica l l y  by calendar year; thereunder by date of  Issue; thereunder 
numer lca l l y  by Order NumbeV. ' 

B. Monthly Reference Rate 

One to six months old 
twenty-five months and older 7 

9. Annual Rate of Accumulation of Remrcb 

Letter-size drawers I ; Legalrize drawers ;Shelves ; Other (specify) 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twentyfour months old 



,. 
- .  

10. QlNtionnaire (Place an "X" in the proper mlumn) 
a. Is this the official mpy of the series? 

If  not. where is it? 

b. Does the series contain confidential information requiring security handling? If yes. cite law M regulation. 

c. Is this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the'entire file for a long period. could these 

f. Is the information contained in this series evw Dublished? If ves. attach cow. ~. 

g. Is the information-mntained in th is  series ever analyzed andlor remded in a summarized report? 
I f  ves. attach WDV. . .  

h. Is there a duplication of th is  series in your office, or in another office or agency? 
If  ves. where? 

on pf id requia&nuxQfdrnecL i. I$ this serier Lor a m a k x m .  

~ - ~ -  i- . ~ - , ,  
~ .~ ~ - -  - 

~~ . .  documents be scheduled semratelv? 
~ 

. ~~. 

? . .  
~~ 

I. Doesthe r m r  - r' 'n e 
1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
years. b. Statute of limitation years. e. Administrative need 

c. Federal law years. . f. Federal retention instructions years. 

Attach copy oi excert of IawsK regulations.. Explain administrative'need: ' 

2 

~ . .  

. .  . .. 

7 i Office reference requirements 

12. Approved Dispxiti in Instructions This agency recommends that the file series be cut off at  the end of each: 
Calendar Year; 0 FiscalYear: 0 Other then, 

El Hold in the current files area month(s) * vear(r): then 
0 Transfer to local holding area; hold 

Transfer to State Records Center; hold 
0 Destroy. 
gl Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 
yeark); then 

These instructions apply to a l l  prior and future accumulations of the series. 

/--7 

- State Records Cornminee (Signaturef Date 
in M a -  I /I 1 A I 

raph  12 are approved. State AuditorDesignee i 54-93 
'If disapproved, attad, letter 
)f explanation.) 

Attorney Genenl/Designee 
R-50-71: R n . 7 6  


